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Function List by Role:

If you are the . . .

... and want to do this . . .

. .. See page number:

Custodian List Assets 50
Custodian Change User and Location 17
Custodian Change Location 19
Custodian Request a New Custodian, User and Location 30
Custodian Request a New Custodian and Location 32
Custodian Request a New User and Location 34
Custodian Record a Physical Resolution 41
Custodian Record a Declarative Resolution 43
Requested Custodian | Change Custodian, User and Location 21
Requested Custodian | Change Custodian and Location 23
User List Assets 52
User Change Location 25
User Request a New User and Location 36
User Request a New Location 38
User Record a Physical Resolution 45
User Record a Declarative Resolution 47
Requested User List Assets 53
Requested User Change User and Location 27
Any Change All Fields for a List of Assets 15
Any List Assets based on Criteria 54
Any Register for Asset Event Notification 56
Any Register for Open Asset Request Notification 57
Any Register for Closed Asset Request Notification 58
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Function List by System Menu:

1) Update Asset Information:

2)

3)

4)

5)

a)
b)
c)
d)
€)
f)
9)

Change All Fields for a Manually Entered List of Assets

Change User and Location of Assets where I’m the Custodian

Change Location of Assets where I’m the Custodian

Change Custodian, User and Location of Assets where I’m the Requested Custodian
Change Custodian and Location of Assets where I’m the Requested Custodian
Change Location of Assets where I’m the User

Change User and Location of Assets where I’m the Requested User

Request an Update of Asset Information:

a)
b)
c)
d)
€)

Request a New Custodian, User and Location for Assets where I’m the Custodian
Request a New Custodian and Location for Assets where I’m the Custodian
Request a New User and Location for Assets where I’m the Custodian

Request a New User and Location for Assets where I’'m the User

Request a New Location for Assets where I’'m the User

Record a Resolution:

a)
b)
c)
d)

Record a Physical Resolution for Assets Where 1I’m the Custodian
Record a Declarative Resolution for Assets Where I’m the Custodian
Record a Physical Resolution for Assets Where I’m the User

Record a Declarative Resolution for Assets Where I’'m the User

List Assets:

a)
b)
c)
d)
e)

List Assets where 1I’m the Custodian

List Assets where I’m the Requested Custodian
List Assets where 1I’m the User

List Assets where I’m the Requested User

List Assets that meet Criteria of my Own Choosing

Register for an E-mail Notification:

a)
b)

c)

Register for Asset Event Notification
Register for Open Asset Request Notification
Register for Closed Asset Request Notification
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Common Screens:

Several screens in the web transaction pages can appear in many places. These screens are described
here to provide a central reference point.

List of Values Screen:

Purpose: This is a typical List of Values screen which displays when you press the arrow button (¥).
The information the screen displays (e.g., custodians, users, locations) changes based on which field is
being used, but the basic operation of the screen is the same.

a Sunflower Assets - Production 2.5.0.0 People - Microsoft Internet Explorer

J Fil=  Edit ‘iew Favortes Tools Help

People

Search for last names lke. .

[511%

Press the [Tab] key to show all people with a last name like the pattern above

SMITH JOHMN 0 Sk
SMITH JORMN 0 Sk02
SITH JORHMN 0 5k403
SMITH JORMN 0 Sk404
SMITH JORMN 0 Sk405
SMITH JOHMN 0 506
SMITH JORMN 0 Sk07
SITH JORHMN 0 5k408
SITH JORMN 0 5k403
SMITH JORMN 1 Sk410
SMITH JORM 7 Shd
SMITH SUSAN 0 5507
SITH ZUEAMN 0 3502
SMITH SUSAMN 0 3503
SMITH SUSAMN 0 3504
SMITH SUEAM 0 53505
SMITH SUSAN 0 5508 -
SMITH SUSAMN 0 3507

SMITH SUSAMN 0 3508

SMITH SUSAMN 0 5509 hd

select | Cancel |

| v

Usage:

% Inthe “search for . .. like” field, key in the value you wish to find and press <Tab>.
+«* You can use the percent sign (%) before and/or after the value you key in as a “wildcard” in order to

match the characters you typed in with the values in the system.
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Asset Query Screen:

Purpose: This is the asset query screen and it displays any time you use the <Enter Query> button for
assets. This screen allows you find assets based on criteria you enter.

B Sunlluser &raete - Frodeestion 2 5 0.0 Inventoy Axael Saveis Flepeaiog Feno| o Hiceeasll Inleinet Eaploeo

fie [ bew Fgevstes Irok  fish [ |

Cancel Gwery | Execrie Suery Facell LastOuary | Clce |

Query Crileria

& Arnpwd © Eequestad

Steward | [:]
Catodian  |[dentiber Hame | El
aer Ldeniifier Hame | E]
Eite I =

EXEREE || |E||F='"'Hﬂ| E
Marsfarsores || El
Bdc-del [
Officsal Hame [
Serial Fusckeer |

[dentiSer |

Usage:

% Key in or select any number of fields found on the bottom portion of this screen image. Note the
radio button to switch between the assigned and requested steward, custodian or user.

% After you have entered your criteria, click once on the <Execute Query> button and all the assets
which meet your criteria will display on the original screen.

¢+ To re-enter the criteria, click once on the <Clear> button — the screen will clear & you can start over.

¢+ If you choose not to complete the query, click once on the <Cancel Query> button.

% The <Recall Last Query> button will re-display the last set of criteria used.
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Asset Details Display

Purpose & Usage: This is the expanded format of the asset list display. It appears when you click on
the Show Asset Details check box. To return to the shorter asset list format, uncheck the Show Asset

Details box.

3 Sunflower Azselz - Producion 2.5 0.0 Invenlboy Azeel Azsels [Fepasitory Dwnes] - Miciozsofl Inlesned Exploies

| e Edt Mew Fgeoues  Jods Help

Erfer Query | Shew Aspet Detads
- =y
Idesihfier Dretad Infeamatan
DA Mo del AFPLE | M5555
(Official Mame  COMPUTER PORTAELE
Serial Mo 8437193
Steward ASSET CENTER 0
0101 Custodian DoE JOHH (150558 555.1234 =
Tzer DAVIE AR 3011221111
Lacation LIVERMORE**EUILDIN G**G**RO0M**200%*]
[Effective Date  OS/E2001
Expected Retarn
Thate
DG Mo del DELL / D333
IOficial Mae  COMPUTER PERSCONAL
Senial Ho 03420349
Steward ASSET CENTER. 01
- :C‘u:tod.ian FRAZIER. ERISTEN S 020865 5253710136
TTaer
Location LIVERMOEE==BUILD I G=*E=E 0 ==100
Effective Date 050171998
.Eml:tl:d Fetamn
Thate =
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Asset Detail Information

Purpose: This is a pop-up window which displays when you click on the hyperlink for an asset.

a Sunflower Aszets - Production 2.5.0.0 Asszet Lookup - Microsoft Internet Explorer

J File Edt “iew Favortes Tool:  Help

=] 3

Identifier 0101

Mo del APPLE / M5555

Official Name | COMPUTER PORTABLE

|Serial Mo 3437198

|Steward \ASSET CENTER 01

Custodian [DOE JOHIV 050598 555.1234

User DAVIS ANN 301.122.1111

Location LIVERMORE**BUILDING**G**R OOM**200%*]

|EEE ctive Date

06/08/2001

Expected Eeturn
Date
Close |
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Organization (Steward) Detail Information

Purpose: This is a pop-up window which displays when you click on the hyperlink for a Steward.

=} Sunflower Assets - Production 2 5 0.0 Diganization Leokup - Mecrosaft Intesmet Explores

bis Edd M Fawombes  Took  Help

8"

Mame AZSET CEMTEE. 01
Cods ACO1
Close |
Contacts
Pramasy! |(Contact Type I arne Alternate
' ASSET CENTER. |y 4 4 omng 510,222.1001

BEFEESEMTATIVE
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Custodian or User (Person) Detail Information

Purpose: This is a pop-up window which displays when you click on the hyperlink for a Custodian or

User (person).

a Sunflower Azsets - Production 2.5.0.0 Perzon Lookup - Microzoft Internet Explorer

J File Edit “iew Favorites Toolz  Help

=1 £

Mame | DAVIS, ANN
|Ident:iﬂer
Phone 201.122.1111

Fax Phone  |301.122.3323
|J'1'-.lternate Phone

|E—majl Iada&ris {flacme. com

|L-::-|:ation

|Drganizati0n
Title

Close |
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Sample Error Screen

Purpose: This is an example of an error message screen. This example shows where an attempted
updated was not allowed by the system because the user was not authorized for the selected asset.

O Serowes Aueets - Profuctien 2.5 00 Baverisiy Sase
Ein  Edt i Fgeaiar Jodv  Help -

Hew Stewnrd  ||AESET CEMTER: [2

Hew Cmbelion [aeqpifier | Pame |

Hizwe Taes Ldertifier | Mume |

BEEE

Hew Locatien ||

Eifisptive Diate [07/15/2001 Esrpected Bstoen Dt [

Eav Entrcuany | Sakciall | Desslactad | Show foset Dot —  Manualy st bsaat
Bestteim
Checra msrats by chcking the Changs checkbios and then chok the [3aee] button abcore
. Charge | Ideatfis Moo tore: =t Cificial Mame
_ o1 AFPLE ME555 OETanLE
r 200 TELL D333 ;;ﬁﬁ
r PR FATEWAT SO0 100 ;ﬁﬁ;ﬁh
r 20 FATEWAT SO0 100 ;ﬁﬁ;ﬁh
r L] Eﬁtqﬁh};{.t‘?i?-lk TATETTS JEDAN
Ir o TEF. TROMCL T11209 CECILLOSIORE

& aggetls) are dioploged OF tie 1 asseb(s) selected, 0 weere soocegsfully procssed

Top
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Sign-On Screen:
Purpose: This screen allows the user to sign-on to the web transaction pages, thereby enabling security.

B Senllesme faaxtz  Foduction 2 5000 - Mrooeo Intomel Explon
Eie Edb Wiess Fgemies  Jook  Help
# .= . @ A A @ @ I B I N al
(B Siop  Fafech  Home Semch Fevonier  Hixdowp 2] Prnt s
M-:Im|l'| it ot 3N (Wpk S pemey suthfas ows_himl confpars vendioen d ;;'Eli-
;J

Sunflower Assets - Production 2.5.0.0 f}}f
Erenm

Authentication

T ou must ylenhfy woursel to Sanflower AssetstTID before procesdng

(2]

ldestifier | Hiete |

Faaswesrd |

1 I the identifier feld, enter yowr emploves momber, badge sunbes, ete. or clek the [List] boten to chaoie v niees from a pop-up Bt of

valoes
2 Imthe pagsword Beld, entes your pearword then cliok the [ O] ket below
o
=
] Danm s Lotal ranet
Usage:

R/
A X4

+«¢+ Click once on the <OK> button
% The system will take you to the Main Menu

Key in your system ID or Name exactly, or use the List of VValues button to select your name

Page 12 of 59
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Main Menu:

Purpose: This is the main menu, allowing you to choose between the types of functions to perform.

B Senllese faaxiz - Foduction 2500 [Ropoaitory Demn| - Mrziocol® intomes Explos
Eie Lt Yess Fgeonles Jook  Helo -
-'-'.-¢'.:J_iliq'ﬁ_ﬂJ-“_."r=.l-J
]

Simcic T Dol Siop  Fafech  Home Semch Favorier  Hixowp Frnk s
#.d-:lﬁhl#'l it pe ot 30N (W ple oS peaey muthfes_orea_biml_achn meny d L

Sunflower Assets - Production 2.5.0.0 ij'
Ern

Repository Owner

ﬂ b mpedate assat infonmation

% b recquest on updats of acset iformation
Sk [ po sopord @ resehmson
Ak | po Bst assets

Chck |I:-\.-1'l‘:gﬁ.t.‘1 for an e-mead notificatien

] Dare et Local siranet

Usage:

+«¢+ Click once on the button of your choice to be taken to the appropriate sub-menu:

Update Asset Information: Functions to update assets

Request and Update of Asset Information: Functions to request asset updates

Record a Resolution: Functions to record inventory finds for assets

List Assets: Functions to list asset information

Register for an E-mail Notification: Functions to sign-up to receive e-mails for system activities

YV VYY
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Update Asset Information Menu:

Purpose: This menu lists the various ways you can update asset information.

B Senllese faaxiz - Foduction 2500 [Ropoaitory Demn| - Mrziocol® intomes Explos
Eie Edt Wess Fgeoies  Tock el 3
. . @ A A *RE S S 9 N 4
(B Siop  Fafmch  Homa Semch Favorier  Hixowp 2] Prnt s
M-:Im|l'| it ot 3N (W pleAupdS pemey muthas oran_himl_acin meny d ;;'Eli-

% Sunflower Assets - Production 2.5.0.0

Repository Owner

Chck |b:- charge all fields for 2 masually entered bist of asssts
Chck |b:- change user and loration of assets where I'm the custedan

Clhck |b:h change Jocation of assets where I'm the custedsan

Chck |b:- charge castodian, user and locahon of assets whese Dm the requested costodian

Clck |b:- change castodian and bocation of assets where I'm the requested custedan
Chck |b:- charge location of assets where T'm the wer

Chick |b:- charge user and lacation of agsets where I'm the requested ooer

] Dare et Local siranet

Usage:

+¢+ Click once on button which most closely matches the function you want to perform and the system
will take you to the appropriate screen.
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Change All Fields for a Manually Entered List of Assets:

Purpose: This screen can change the steward, custodian, user or location for any list of assets, provided
you have the authority to work on that asset. Authority is determined within Sunflower itself and it
based on the functions you can access and the data you are authorized for.

; Sunflower Azselz - Producion 2.5 0.0 Invenloy Azeel Changes [Cusiodian ¥x] - Meciosall Intsimel Egplore

Fle Edd View Fgeoies Toos Help -
Mew Steward | 2

New Cugte-dean Tdentifer | aene | E

Mew Tzer Tderhfi=r | Wame | B

Mew Location | IIl
Effe ctive Diate [05/20/2001 Expected Eetun Date |

Eu'-.-'el Enbar Dueny I b sty List Asaety I

Bt
Enter the assef slentfiers and then chick the [Sawe] biton abowe

5
ls |

Usage:

+«+ Top section: Information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Change All Fields for Manual List cont’d:

% Bottom section: Assets to be updated:
» The screen displays in “Manually List Assets” mode initially.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

+«+ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.
» In the event the update fails, a message will display explaining what happened.
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Change User and Location of Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.
You can change the user and/or location of any of the displayed assets.

5 Sunflower Axselz - Producion 2.5 0.0 Inventoy fAzeel Changes [Cusiodian ¥x] - Meciosall Inteimel Eeplorm

File Edi View Favoes Joos Help -

Mew User ldmh.Enrl Mame | :

Mew Location | Izl
Effective Diate ||-"-';."-'-"H"ﬂ|-”-"| Expected Retien Date |

Emrli Enbar Clumny I Selec All | Oe-seled All Iﬂhﬂ'ﬂ.’ﬁﬂstt Dietails bianualhy List Assets

Bottom
Chogse agzete by cheking the Change checkbeoo and then clele the [Save] bulton abawe
Custechan X, wou are the castodian of the wowentary ageets chewn below

Changs | Identifier I anfachrer el Crffeal Hame
COMETTTEER
3 e
I X004 GATEWAY SOLO 3100 PORTAELE
FORD MOTOR
r X305 COMEANT TATEDS SEDAN
r 0% TEE TRCHIL T1 105 QSCTLLOSCOPE

3 ascet(s) are displayed

Lop

Usage:

% Top section: Information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Change User and Location where I’m the Custodian cont’d:

% Bottom section: Assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Change column next to
the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more

information about the asset.

» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.
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Change Location of Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.

You can change the location of any of the displayed assets.

5 Sunflower Axselz - Producion 2.5 0.0 Inventoy fAzeel Changes [Cusiodian ¥x] - Meciosall Inteimel Eeplorm

File Eddt  WView Favoier Jools Help

Mew Location | £
Effie ctiwe Date [06/20/2001 Expected Eeturn Diate |
Seva I Entar Cuany | Seled All | De-select All ISh.:-w Aaget Details ™ banualhy List Assets
Bostom
Choose assets by cheking the Change checkboo and then click the [Save] button abaws
Custedian K, wou are the custedian of the pwentary azsets chown below
Chang= | [dentifier MManfachrer bdedel “fBEaal Hame
' COMPUTER
r 04 GATEWAT SOLO S 100 PORTAELE
' FORD MOTOR
r 0S5 FOMEANT TATIEITS SEDAM
r 206 TEETROHIX T1 109 CSCILLOSCOPE
3 asset(s) are displayed
Top
Usage:

% Top section: Information to be changed:

» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and

then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Change Location where I’m the Custodian cont’d:

% Bottom section: Assets to be updated:

>

>
>
>

The screen automatically lists all assets assigned to whomever is logged on to the system.

Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen

allows you to find assets by specifying search criteria.

Use the <Manually List Assets> to directly key in assets to be updated

Select individual assets to be updated by clicking in the check box in the Change column next to

the desired assets.

* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed
assets, respectively.

If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>

button:

>
>

The system will re-display the asset list, noting the success or failure of the transaction.
In the event the update fails, a message will display explaining what happened.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink)

(hyperlink). In this example, you could click once on the asset identifier and a pop-up window will
display with more information about the asset.
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Change Custodian, User & Loc’n of Assets Where I'm the Requested Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian
who has been requested to accept a change. You can change the custodian, user and/or location of any
of the displayed assets.

g Sunflower Azselz - Producion 2.5 0.0 Invenloy Azzel Changes [Repozilosy Demai] - Miciosoll Inbeimet Exgplorer

| Fle Edt iew Fgvous:s Jods Help -
Wew Cisstodan Tdentifier | Mame [CWHER REFPOSITORY F]
Hew Ueer Tdsntifier | Warne | E
Hew Location | 1

Effectnre Diate |':'5'-"35l-'?"':'1 Expected Eepan Date |

S | EnterCuery | Selectall | De-selectAl | show psset Details T Manuslly Listassers |

Bottom

Accept a reguest by chcking the Change checkbox (deny a veguest by chicking the Deny checkbor) and then chick the [Sawe]
buattoan abcane

Eepostory Camer, wou are the requested custodian of the mventary assets shown below

mt‘::ﬁ“ Tdentifier Mamifeturer Model Ofeial Name
rir | sHEo0 AFPLE MSE00 g&ﬁﬁﬂ'

Erquest made by COWHEE BEPOSTTOR Y on D62572001 at 11:46:44

TERAILER =

rq |SHOOZ2 ACME FREFARE TS5EFHY FOUNDATION

Eraquest made by COWHER BEPOSTTORY en (62072001 at 11:46:44

COMFPITTEE.

i SHOOZ AFPFLE M5555 PORTARTE =

Usage:

+«+ Top section: Information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Change Custodian, User & Location where I’m the Requested Custodian cont’d:

% Bottom section: Assets to be updated:

>

>
>
>

The screen automatically lists all assets assigned to whomever is logged on to the system.

Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen

allows you to find assets by specifying search criteria.

Use the <Manually List Assets> to directly key in assets to be updated

Select individual assets to be updated by clicking in the check box in the Change/Deny column

next to the desired assets.

* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed
assets, respectively.

If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>

button:

>
>

The system will re-display the asset list, noting the success or failure of the transaction.
In the event the update fails, a message will display explaining what happened.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink)

(hyperlink). In this example, you could click once on the asset identifier and a pop-up window will
display with more information about the asset.
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Change Custodian and Location of Assets Where I'm the Requested Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian
who has been requested to accept a change. You can change the custodian and/or location of any of the
displayed assets.

g Sunflower Azselz - Producion 2.5 0.0 Invenloy Azzel Changes [Repozilosy Demai] - Miciosoll Inbeimet Exgplorer

| Bl Edt View Fgvoies Jods [Heb [ & |

Wew Cisstodan Tdentifier | Mame [CWHER REFPOSITORY F]

Mew Location | E
Effectve Date |I'_|5,.'.-_-'[I_.'£I]I'_|‘| Expected Feten Diate |

Sew | EnterCuary | Selectall |  De-selectAl | spom psset Details Monually ListAssets |

Bottom

Avcept a reguest by chelang the Change checkbox (deny a request by chcking the Deny checkbox) and then chek the [Save]
buatton abowe

Bepomstory Cramer, wou are the requested custodian of the sorendory assets shown below

C};:Lg;f Tdentfier MMamdacthrer Model Cifcial Hame
COMPTITEE -
CrC SHOO] APFLE MSEDD PERSOMAL

Erquest made by OWIER BEPOSTTORY eq (6252001 at 11:46:44

TRAILER

- SHOOZ ACME FEEEAE TS5EEHY FOTHDATION

Bequest made by ORHER REPOSTTORY en Q5202001 at 114644

COMPUTER
ryr |SHOO3 APFLE M5555 PORTARLE
| Request made by CWHER REPOSITORY on 06/29/2001 at 114645 -
Usage:

+«+ Top section: Information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.

Sunflower Assets Web Transaction Pages 07/03/01 Page 23 of 59



Change Custodian & Location where I’'m the Requested Custodian cont’d:

% Bottom section: Assets to be updated:

>

>
>
>

The screen automatically lists all assets assigned to whomever is logged on to the system.

Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen

allows you to find assets by specifying search criteria.

Use the <Manually List Assets> to directly key in assets to be updated

Select individual assets to be updated by clicking in the check box in the Change/Deny column

next to the desired assets.

* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed
assets, respectively.

If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>

button:

>
>

The system will re-display the asset list, noting the success or failure of the transaction.
In the event the update fails, a message will display explaining what happened.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink)

(hyperlink). In this example, you could click once on the asset identifier and a pop-up window will
display with more information about the asset.
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Change the Location of Assets Where I'm the User:

Purpose: This screen only displays and updates assets for which the signed-on person is the user. You
can change the location of any of the displayed assets.

5 Sunflower Axselz - Producion 2.5 0.0 Inventmy fAzeel Changes [Repozilosy Demor] - Miciomalt Inbeimet Egplover

Fle Edd Wiew Favoies Joos Hep -

Mew Location |

Effe ctiwe Date [06/23/2001 Expected Eeturn Diate |

S:nna| Entar Cuany | Seled All | De-select All |3hﬂwmgttpetaugr banualhy List Assets

Bostom
Choose assets by cheking the Change checkboo and then click the [Save] button abaws

Bepeostory Cramer, wou are the uzer of the swentory azets chown below

Change | IdenbSer Manufscbarer Iadel Cifcial Mames
N ' | TRAILER
I SHODS ACME FREFAR T558FHY FOTTHDATICH

1 asset(s) are displayed

Top

Usage:

% Top section: Information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Change the Location where I’m the User cont’d:

% Bottom section: Assets to be updated:

>

>
>
>

The screen automatically lists all assets assigned to whomever is logged on to the system.

Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen

allows you to find assets by specifying search criteria.

Use the <Manually List Assets> to directly key in assets to be updated

Select individual assets to be updated by clicking in the check box in the Change column next to

the desired assets.

* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed
assets, respectively.

If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>

button:

>
>

The system will re-display the asset list, noting the success or failure of the transaction.
In the event the update fails, a message will display explaining what happened.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink)

(hyperlink). In this example, you could click once on the asset identifier and a pop-up window will
display with more information about the asset.
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Change User and Location of Assets Where I'm the Requested User:

Purpose: This screen only displays and updates assets for which the signed-on person is the user who
has been requested to accept a change. You can change the user and/or location of any of the displayed
assets.

g Sunflower Azselz - Producion 2.5 0.0 Invenloy Azzel Changes [Repozilosy Demai] - Miciosoll Inbeimet Exgplorer

| Bl Edt View Fgvoies Jods [Heb [ & |

Wew User  Idemtifier | Mame [CWNER REPOSITORY i

Mew Location | |z|
Effective Date ||'-'5."€"']."3[”'-"| Espected Reten Diate |

Sew | EnterCuary | Selectall |  De-selectAl | spom psset Details Monually ListAssets |

Bottom

Avcept a reguest by chelang the Change checkbox (deny a request by chcking the Deny checkbox) and then chek the [Save]
buatton abowe

Bepostory Cramer, wou are the requested wser of the sorestory assets shoan below

C};:Lg;f Tdentfier MMamdacthrer Model Cifcial Hame
ri |sHoo7 APPLE M5555 gg’m

Erequest made by OWHER BEPOSTTORY eq O6R252001 at 11:4%:53

TRAILER
FOTMDATION

- SHOOR ACME FEEEAE TS5EEHY

Bequest made by ORHER REPOSTTORY en (62802001 at 1145953

2 asset(s) are displayed

Top =

Usage:

+«+ Top section: Information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.

Sunflower Assets Web Transaction Pages 07/03/01 Page 27 of 59




Change User and Location where I’'m the Requested Custodian cont’d:

% Bottom section: Assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Change/Deny column
next to the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
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Request an Update of Asset Information Menu:

Purpose: This menu lists the various ways you can request a change of asset information from the
person responsible for the asset.

B Senllewn Aaxelr - Pioduction 2 5000 [Repoaitory Dwne| - Mezioeoi® intome Exploe
Ele Ed Yew Favoies ook Meo 2
v, = . @ A A D & S| B 9 H
Had Print [vreus

B Stop  Fafech  Hama Cpmch Favorter Hidoe
ke (@] Bt hokh 0 ok by _pasay_mithins_oess_himl_sachn mers =| 5o
=
% Sunflower Assets - Production 1-5.“-1]
E
Repository Orwner

Click |m:eqlltr| o new costodian, user and locabon for assets where Tm the custedan
Clck |m:eqlltsl a rew costodian and Joration for assets where T'm the costodian

Clck |m:eqlltsl a rew user and locabion for assets where T'm the custodian

Clck |m:eqlltr| a reswr user and locabion for assets where T'm the user

Clck |m:eqlltsl a rew locabion for assets where T'm the user

- L]
] Dara Tt Local mrareet
Usage:
¢+ Click once on the button which most closely matches the function you want to perform and the
system will take you to the appropriate screen.
Page 29 of 59

Sunflower Assets Web Transaction Pages 07/03/01



Request a New Custodian, User & Location for Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.

g Sunflower Axselz - PFroducion 2.5 0.0 Invenloy Azzel Reguoezlz [Cusbodian X&) - Wicrozol Infemel Exploaes

Fbe Edt ‘iew Fgemies Joos [Help -
Mewe Custedim Tdeptifisr |I Hame | 1
Mew User Tdesmfier | Hame | 4

Mew Location | E

Seva i Entar Qumry I Seled All De-seled All Is'h_{,‘.- Aaset Detale T banualhy List Assets

Bottom
Custocian Xz, wou are the custodian of the mwentary assets shown below

Fequest | Identier hasufactures Iiadel Cffcial Hame
[ [ COMPUTER
r o GATEWATYT SCLo 9100 PORTARLE
- 'FORDMOTOR |
r ) D AN TATETS SEDAMN
r |00 TEETRONTX 'T11208 OSCILLOSCOPE

3 asset(s) are displayed

Top

Usage:

+«+ Top section: Requested information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Request a New Custodian, User & Location where I’m the Custodian cont’d:

%+ Bottom section: Requested assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Request column next to
the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
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Request a New Custodian and Location for Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.

g Sunflower Axselz - PFroducion 2.5 0.0 Invenloy Azzel Reguoezlz [Cusbodian X&) - Wicrozol Infemel Exploaes

Fle Edi View Fgvoies Tods |Heo -
Tewe Cusbodem Id,gn'ti,Eerl Hame | 1
Wew Location | &
Seng i Enbar Quary | Select All De-select All ISh.:uw Baept Detaile T banually List Assets
Eostom

Custochan Xx, ywou are the custodian of the mwventory assets shown below

Fequest  |Tdentifier Wasnfactures biade] Cficial Hame
= = - CUOMPUTER
- e GATEWAY SOLo 100 PORTAELE
FORD MOTOE
r RS TATERTE ZEDAM
s COMPARTY
r 200G TEETEOMEL T1120%9 QSCILLOSCOPE

3 asset(s) are displayed

Teop

Usage:

+«+ Top section: Requested information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Request a new Custodian & Location where 1I’m the Custodian cont’d:

%+ Bottom section: Requested assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Request column next to
the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
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Request a New User and Location for Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.

g Sunflower Axselz - PFroducion 2.5 0.0 Invenloy Azzel Reguoezlz [Cusbodian X&) - Wicrozol Infemel Exploaes

Fle Edi View Fgvoies Tods |Heo -
Mew Tzer Tdenhb=r || Hame | #
Wew Location | &
Seng i Enbar Quary | Select All De-select All ISh.:uw Baept Detaile T banually List Assets
Eostom

Custochan Xx, ywou are the custodian of the mwventory assets shown below

Fequest  |Tdentifier Wasnfactures biade] Cficial Hame
= = - CUOMPUTER
- e GATEWAY SOLo 100 PORTAELE
FORD MOTOE
r RS TATERTE ZEDAM
s COMPARTY
r 200G TEETEOMEL T1120%9 QSCILLOSCOPE

3 asset(s) are displayed

Teop

Usage:

+«+ Top section: Requested information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Request a New User and Location where I’m the Custodian cont’d:

%+ Bottom section: Requested assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Request column next to
the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
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Request a New User and Location for Assets Where I'm the User:

Purpose: This screen only displays and updates assets for which the signed-on person is the user.

; Sunflower Arselz - PFroducion 2.5 0.0 Invenlomy Azzel Reguezlz [Reposibory Dwne) - Micsozofl Inferned Eaploies

Fle [Edit  Wiew Faeonles Joos |[Help -
Mew Tzer Tdenhb=r | Hame | #
Wew Location | .
Seng | Enbar Quary | Select All De-select All |3]mw Baept Detaile T banually List Assets
Bottom
Repostory Cramer, wou are the user of the swentory assets shown below
RBequest  Identier Manuafactarer Model Official Name
. TEAILEE
i SHOO ACME PEEFAE T558FHY
R FOUHDATION

1 aseet(s) are displayed

Teop

Usage:

+«+ Top section: Requested information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)

» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Request a New User and Location where I’m the User cont’d:

%+ Bottom section: Requested assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Request column next to
the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
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Request a New Location for Assets Where I'm the User:

Purpose: This screen only displays and updates assets for which the signed-on person is the user.

; Sunflower Arselz - PFroducion 2.5 0.0 Invenlomy Azzel Reguezlz [Reposibory Dwne) - Micsozofl Inferned Eaploies

Bo fo Vo Fyuam Ios oo 1
Hew Location | *

Sﬂl Enbar Cuary | Select All De-select All ISh.-:!w Bt Tintaile T blanualhy List Assets

Eottom

Fepomtory Oamer, wou are the user of the swentary assets shown below

Bequest | ldentber Manatacharer Iade] sl [ ame
— TEATLEE.
r ZHO04 ACME PREFAE Ta38FHY FOUNDATION

1 aseet(s) are displaped

Top

Usage:

+«+ Top section: Requested information to be changed:
» Use the List of Value buttons next to each field to select the new values to apply to the asset(s)
» You can also key in a few characters of the desired value followed by the percent sign (%) and
then press the List button to get a shortened list of choices.
» You can key in any combination of fields in the upper block.
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Request a New Location where I’m the User cont’d:

%+ Bottom section: Requested assets to be updated:

» The screen automatically lists all assets assigned to whomever is logged on to the system.

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Request column next to
the desired assets.
* You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

“ When the information to be changed and the assets to be updated are both filled in, press the <Save>
button:

» The system will re-display the asset list, noting the success or failure of the transaction.

» In the event the update fails, a message will display explaining what happened.

+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this

example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
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Record a Resolution Menu:

Purpose: This menu lists the various ways you can record a resolution (inventory find) for an asset.

B Senllese faaxiz - Foduction 2500 [Ropoaitory Demn| - Mrziocol® intomes Explos
Eie Lt Yess Fgeonles Jook  Helo -
@ A A4 B e I B S

ST Prnd Dirus
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Bt Sip  Fahech
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Sunflower Assets - Production 2.5.0.0 H}-f'
[

Repository Owner

CACk | bo secord o physical resobution for assets where T'o the costodian
Chek | b gecord o declaative resolition for axsets whers Ten the costodisn

Chck |m:'er.-:-r:| a phsical resolubion for assets where T e user

LRk | b gecord a declaatiee resolition for asaets whene Ty the uger

T Local nranat

@] Dune

Usage:
+¢+ Click once on the button which most closely matches the function you want to perform and you will

be taken to the appropriate screen.

¢ Definitions:
» A resolution is Sunflower’s term for noting an inventory find.
» A “physical” resolution is one where you have physically seen and located the asset.

» A “declarative” resolution is one where you state the asset is found, without positively seeing
or locating the asset.
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Record a Physical Resolution for Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.

g Sunflower Axselz - Producion 2.5 0.0 Invenloy Azzel Phyzical Resolulionz [Dusledian Xx] - Miciosall Inbamet Explorer

| Bl E View Favodes Jods Helo

Locaticn |

]

Sene I Enbar Cuary | Select All De-select All ISh-:!'.i.' Bt Tintaile T blanualhy List Assets
Eoftom
Chieose assets by chcking the Besche checkbox and then clck the [ Sae] button above
Custochan Xx, ywou are the custodian of the mwventory assets shown below
Fesclve  Idenifer Wasnfactures Iade] Cfcial Hame
COMEPUTER
I ool GATEWAY SOLO 100
s POETAELE
FORD MOTOR
r 05 TATEDS ZEDAM
= CORPARTY
- JOE06 TEETEOMLX T1120% QECILLOSCOPE

Top

¥ asset(s) are displaped

Usage:

+«+ Top section: Location of the asset:
> Use the List of Values button to select the location of the asset
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Record a Physical Resolution where 1I’m the Custodian cont’d:

% Bottom section: Assets to be updated:

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Resolve column next to
the desired assets.
= You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

+« When the location and the assets to be updated are both filled in, press the <Save> button:
» The system will re-display the asset list, noting the success or failure of the transaction.
» In the event the update fails, a message will display explaining what happened.

+« Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.
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Record a Declarative Resolution for Assets Where I'm the Custodian:

Purpose: This screen only displays and updates assets for which the signed-on person is the custodian.

g Sunflower Azselz - Producion 2.5 0.0 Invenloy Azeel Declealive Resolubsonz [Cuzlodian Xx) - Wicrozoll Inkemet Explosss M= B
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Cheoae agzets by clicking the Besabne checkboz and then chek the [Save] button above
Custochan X3, wou aee the cuastodian of the warentory aseets shewen below
Beeolve | Identfier Masufactures Dol Crifacial Marme
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Usage:

¢+ Assets to be updated:
» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.
» Use the <Manually List Assets> to directly key in assets to be updated
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Record a Declarative Resolution where I’m the Custodian cont’d:

» Select individual assets to be updated by clicking in the check box in the Resolve column next to
the desired assets.

= You can use the <Select All> or <De-Select All> buttons to select or de-select all listed
assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show
Asset Details> field.

+«+ When the location and the assets to be updated are both filled in, press the <Save> button:
» The system will re-display the asset list, noting the success or failure of the transaction.
» In the event the update fails, a message will display explaining what happened.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.
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Record a Physical Resolution for Assets Where I'm the User:

Purpose: This screen only displays and updates assets for which the signed-on person is the user.
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Usage:
+«+ Top section: Location of the asset:
» Use the List of Value button to select the location of the asset
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Record a Physical Resolution where 1I’m the User cont’d:

% Bottom section: Assets to be updated:

» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen
allows you to find assets by specifying search criteria.

» Use the <Manually List Assets> to directly key in assets to be updated

» Select individual assets to be updated by clicking in the check box in the Resolve column next to
the desired assets.
= You can use the <Select All> or <De-Select All> buttons to select or de-select all listed

assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show

Asset Details> field.

+« When the location and the assets to be updated are both filled in, press the <Save> button:
» The system will re-display the asset list, noting the success or failure of the transaction.
» In the event the update fails, a message will display explaining what happened.

+« Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.
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Record a Declarative Resolution for Assets Where I'm the User:

Purpose: This screen only displays and updates assets for which the signed-on person is the user.

g Sunflower Axselz - PFroducion 2.5 0.0 Invenloy Azzel Declsalive Resolulsonz [Reposibony Dwnes - Meciasall Inbsimsel Exploser M= B

Fe Edt wiew Fawoies Toos Heo -
Seve | EnterQuery | Selectall | De-selectAl | show poser Details T Manually ListAssess |
Bettom

Cheoae agzets by clicking the Besabne checkboz and then chek the [Save] button above
Bepostory Cemer, wou are the user of the soreatory assete shewn below

Besolve | Idenbfier Manafacbarer Idadel Oificial Iame
= THRAILEE.
r SHODY ACME FEEFABR TS53FHY FCOTTHDATICN

1 azeet{s]) are displayped

leop

Usage:

¢+ Assets to be updated:
» Use the <Enter Query> button to display the Asset Query screen (see page 6). That screen

allows you to find assets by specifying search criteria.
» Use the <Manually List Assets> to directly key in assets to be updated
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Record a Declarative Resolution where I’'m the User:

» Select individual assets to be updated by clicking in the check box in the Resolve column next to
the desired assets.

= You can use the <Select All> or <De-Select All> buttons to select or de-select all listed
assets, respectively.

» If you wish to see more detail for each of the listed assets, click the check box next to the <Show
Asset Details> field.

+«+ When the location and the assets to be updated are both filled in, press the <Save> button:
» The system will re-display the asset list, noting the success or failure of the transaction.
» In the event the update fails, a message will display explaining what happened.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.
» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.
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List Assets Menu:

Purpose: This menu lists the various ways you can list asset information on the screen.
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Sunflower Assets - Production 2.5.0.0 figryy
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] D E Lol wrarst
Usage:

+¢+ Click once on the button which most closely matches the function you want to perform and the
system will take you to the appropriate screen.
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List Assets where I'm the Custodian:

Purpose: This screen only displays assets for which the signed-on person is the custodian.

; Sunflower Arselz - Producion 2.5 0.0 Invenloy Azzel Azpels [Custodian Bx) - Microzof Inferned Esploes
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Usage:

«+ This screen is for display purposes only, you cannot change information here.

% Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.

» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.

% You can click on the <Enter Query> button to view a list of assets based on other criteria.

¢+ Click on the Show Asset Details check box to see more information for each of the listed assets.
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List Assets where I'm the Requested Custodian:

Purpose: This screen only displays assets for which the signed-on person is the custodian who has been
requested to accept a change.

5 Sunflower Azselz - Producion 2.5 0.0 Invenltoy Azeel Szsels [Fepasitory Dwnes] - Miciosofl Indesned Exploie

File Eddt  WView Favoier Jools Help -

Errler Query |E-h-:-w Asset Detads

Botiom
Repomtary Cemer, wou are the requested custodian of the swentory assets shown below

Tdenkfer Warnifarhirer Kedel CHficzal Mame
= . COMETITEE -
SHOOY ATFFLE MSE00 PERSOIAL

Fequest made by OWHER BEEPOSTTORY on 06202007 at 114644

TEAILEE
SHOo2 ACME PREFAR TSSEFHY
il FOTHDATION
Eequest made by OWWEEER BEPOSTTOREY oo (M2M2001 at 11:46:44
T . COMPTTEE
2%
SHODZ AFFLE M35335 POETAPLE

Bacquest mads by OWHER REPOSITORY oo (62W2001 at 114645

3 azzets) are displayed

Usage:

¢+ This screen is for display purposes only, you cannot change information here.

+«+ Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.

» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.

¢+ You can click on the <Enter Query> button to view a list of assets based on other criteria.
% Click on the Show Asset Details check box to see more information for each of the listed assets.
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List Assets where I'm the User:

Purpose: This screen only displays assets for which the signed-on person is the user.
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Usage:

«+ This screen is for display purposes only, you cannot change information here.

% Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.

» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.

% You can click on the <Enter Query> button to view a list of assets based on other criteria.

¢+ Click on the Show Asset Details check box to see more information for each of the listed assets.
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List Assets where I'm the Requested User:

Purpose: This screen only displays assets for which the signed-on person is the user.
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Usage:

«+ This screen is for display purposes only, you cannot change information here.

% Note that you have the ability to get more detail for any field which is underlined (hyperlink). In this
example, you could click once on the asset identifier and a pop-up window will display with more
information about the asset.

» If you click on the asset you will see more information, including steward, custodian and
organization. Each of these fields are also underlined (hyperlink) and can be clicked on to
display even more detail.

% You can click on the <Enter Query> button to view a list of assets based on other criteria.

¢+ Click on the Show Asset Details check box to see more information for each of the listed assets.
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List Assets that meet Criteria of my Own Choosing:

Purpose: This screen allows you to define your own query criteria to display a list of assets.
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Usage:

+« Key in or select any number of fields. Note the radio button to switch between the assigned and
requested steward, custodian or user.

«+ After you have entered your criteria, click once on the <Execute Query> button and all the assets
which meet your criteria will display on the original screen.

+«+ To re-enter the criteria, click once on the <Clear> button — the screen will clear & you can start over.

¢+ If you choose not to complete the query, click once on the <Cancel Query> button.
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Register for E-Mail Notifications Menu:

Purpose: This menu lists the various ways you can sign-up to be notified via e-mail for actions which

take place in the system.
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Usage:

¢+ Click once on the button which most closely matches the function you want to perform and the
system will take you to the appropriate screen.
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Register for Asset Event Notification:

Purpose: This screen allows you to sign-up to be notified via e-mail for actions which take place in the
system.
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Usage:

% Actions which take place in the system will be listed in the bottom portion of the screen. These are
generically referred to as “events” and can be seen in the Event Type column.
%+ For each event, the available conditions you can sign-up for are listed as follows:
» Prior to the Event — Steward, Custodian or User: An e-mail will be sent to you if you are the
Steward, Custodian or User assigned to the asset when the event took place.
» After the Event — Steward, Custodian or User: An e-mail will be sent to you if you are the
Steward, Custodian or User who is assigned to the asset as a result of the event.
» Any Asset: Click in this column to be notified if the event occurs on any asset
¢+ Be sure to click once on the <Save> button to save your choices.
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Register for Open Asset Request Notification:

Purpose: This screen allows you to sign-up to be notified via e-mail for asset change requests.
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Usage:

X/

+ Requested asset change actions which take place in the system will be listed in the bottom portion of
the screen.
«+ For each Request Type, the available conditions you can sign-up for are listed as follows:
» Current — Steward, Custodian or User: An e-mail will be sent to you if you are the Steward,
Custodian or User assigned to the asset when the request was made.
» Requested — Steward, Custodian or User: An e-mail will be sent to you if you are the Steward,
Custodian or User who requested to accept the change.
» Any Asset: Click in this column to be notified of the request for any asset.
+«+ Be sure to click once on the <Save> button to save your choices.
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Register for Closed Asset Request Notification:

Purpose: This screen allows you to sign-up to be notified via e-mail for asset change requests when
they are completed.
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Usage:

% Requested asset change actions which take place in the system will be listed in the bottom portion of
the screen, along with the possible actions which can be taken on each request.
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Register for Closed Asset Request Notification cont’d:

% For each Request Type, the available conditions you can sign-up for are listed as follows:

Denied: The request has been denied.

Expired: The request has expired with no action.

Overridden: The request has been superceded by another request.

Withdrawn: The request has been withdrawn/cancelled by the originator.

Current — Steward, Custodian or User: An e-mail will be sent to you if you are the Steward,
Custodian or User assigned to the asset when the request was made.

Requested — Steward, Custodian or User: An e-mail will be sent to you if you are the Steward,
Custodian or User who requested to accept the change.

» Any Asset: Click in this column to be notified of the request for any asset.

YV VVVVYVY

+«+ Be sure to click once on the <Save> button to save your choices.

Sunflower Assets Web Transaction Pages 07/03/01 Page 59 of 59



